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REQUESTING A PERSONNEL ACTIONS HISTORY REPORT

Use the following navigation to ‘Personnel Actions History Report’ and select ‘Add a New
Value.” If you have run this report before, you can ‘Search’ or simply enter your ‘Run
Control ID’. Main Menu>Workforce Administration>Job Information>Reports>Personnel
Actions History

Personnel Actions History
Enter any information wou have and click Search. Leave fields blank for a list of all values.

j Find an Existing Value {_Add a New Valug |

Run Conmtrol ID:| begins with | »

[l case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Yalue | Add a Mew Value

‘Run Control ID’ is primarily for technical tracking of processes. We recommend you
simply use your 5-digit Business Unit in that field, and then click ‘Add’. In the future, you
may simply enter your Business Unit in the previous screen and it will recall your ‘Run
Control'.
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On the following screen you will need to enter the ‘From Date’ and ‘Thru Date’. You also
need to select the Actions that you would like on the report. You may choose the
actions from the drop down list. You may run the report for one action or multiple
actions by using the [+][=] boxes on the right hand side of the page. Once you have
selected the appropriate actions then click on ‘Run’.

[/ Personnel Actions History

Run Control ID: 11000 Eeport lanager Frocess Monitor Run |

Language: English v \
From Date: 03/01/2008 |[#1 [ show Components
Thru Date: 033172006 Eﬂ

Hire v =
Termination v =]

& save | [=] Matify Ebidd | UpdsteDizplay |

The following screen shows the parameters for the report. The report is formatted to
show best in adobe PDF format so we recommend you select ‘PDF’ for the Format.
Then click ‘OK’ and you will be returned to the previous screen.

Process Scheduler Request
User ID: Iberger3 Run Control ID: 11000
Server Name: * | RunDate: 08/11/2006 ]
Recurrence: * | Run Time: 1:51:10PM Resetto Current DaterTime |
Time Zone: Q
Process List
Select Description Process Name Process Type ‘Tvpe ‘Format Distribution
FPersonnel Actions History FPERD14 SOR Report Weh ~ || PDF w | Distribution
QK Cancel
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When you are returned to this screen, click on ‘Process Monitor’ to view the status of the
report running.

| Personnel Actions History '\

Run Control ID: 11000

English

Process Monitor

\

Eeport Manager

Language:

From Date: 03/01/2006 |[5]

033112006 ([

[Ishow Components
Thru Date:

F =
F =

Termination b

Bl save | [=] Motity

S Acid | HE UpdateDisplay |

At the Process Monitor screen, click on ‘Refresh’ periodically until the Run Status of your
report shows ‘Success’. Then click on ‘Details’.

| Process List | SererList |

User ID: |Iberger3 Q. Type: « |Last: 4| |Days | w | Refresh
Server: * | Name: L Instance: to
Run + | Distribution v [ Save On Refresh
Status: Status
Process List
Process o 5t on .
Select Instance Seq. Process Type Name User Run Date/Time Run Status Status Details
380426 S0R Report FERO15 |lhergerd 08/M11/2006 1:51:10PW COT Posted Dietails &1
380404 Crystal NDSPR203 Iberger3 087082006 2:4913PM CDT  Suttess Posted Details
3803449 S0R Report PAYO02_S Iberger3 09/08/2006 9:09:38AM COT  Success Posted Details
Go hacktio Personnel Actions History
& save | [=] Matify
Fraocess List| Server List
Personnel Actions History Page 3 of 5 10/27/2006



When you come to the Process Detail screen, click on “View Log/Trace” to get the next

screen with the report file name.

Process Detail

Instance: 380426 Type: SR Report
Name: PERD15A Description: Fersonnel Actions History
Run Status:  Success Distribation Status: Posted
Run Control ID: 11000 Hold Request
Lacation: Seper Queue Request
Server: PENT Cancel Request
O Delete Request
Recurrence: Restart Request
Request Created On: 09/11/2006 1:52:19PM COT Parametars Transfer
Run Anytime After: 0912006 1:51:10PM CDT Message Log
Began Process At:  09/11/2006 1:52:26PM COT Batch Timings
Ended Process At:  09/11/2006 1:52:38PM CDOT Wiew Log/Trace
Ok | Cancel |
Then click the report name below to view the report.
View LogiTrace
Report ID: 1364 Process Instance: 380426 Message Log

Name: FERO1% Process Type: S0R Report

Run Status: Success

Persaonnel Actions History

Distribution Node: REFMNODE Expiration Date:

File List

File Size {hytes) Datetime Created
PERD15 380426 PDF 1,748 09/11/2006 1:52:38.320000PM CDT
W 146 091152006 1:52:38.320000FPM CDT

Message Log 1,617 0941142006 1:52:38.320000PW CDT
Distribution ID Type ‘Distribution 1D
Lser lherger3

Return
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The report, shown below, may then be saved wherever you prefer to store it or you may
print it on your own printer.

Report ID FEROLS
Personnel Aetiom: TER
For the pericd 03/01/2008Nghrough 03/31/2006

Bffective cticm
Dats Resscn Employse Name
Department 11011E OME - Cemtral Services

SETID - 11000

PERSONNEL ACTICHE HISTORY

Bl zave = copy j‘ @ i search |E| Th select oy |- @, - |z| o @[ |- @ | 0. m o, <7
E
& Feoplefoft

Hire ¥rs Emp Reg/ Pull/ Job salary
Enployee ID Date

Sve Typ Tmp Fart Code Job Title Grade Comp Rate

Pags Wo. 1
RUR Date 09/11/2005
Run Time 13:52:32

Superviser
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